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—Goneword 


Blader the provisions of the Unemployment In- 
surance Act, 1940, a Commission was set up to ad- 
_- minister unemployment insurance and maintain a _ne- 
~ tional employment service throughout Canada. The 
Act provides for the compulsory insurance of all per- 
sons employedunder a contract of service (with certain 
exceptions). Contributions are made to a special 
fund by the employer, employee and the government. 
_ This fund can be used only for the payment of un- 
employment insurance enetit 


By contributing your share to unemployment. in- 
surance, you are helping to build up a fund which 
~ will be used to alleviate economic distress caused by 

unemployment, and to provide the unemployed with a 

continuing purchasing power which will in turn help 
to maintain your own business. You, as an employer, 
have a direct interest in unemployment insurance. 
— Already the Commission is holding in trust for clai- 
~ mants $80,000,000.00 which you have already directly 

paid. All of this money, plus the amounts contributed 
by the employee and by the Government, will even- 
tually come back to the employers and home owners 
| of Canada in the form of sales to or rents from un- 
employed beneficiaries. Furthermore, when business 
conditions are such that you are compelled to lay off 
an employee, you know that while unemployment 
insurance is being paid, he is receiving as a right, a 
contribution towards the maintenance of himself and 
his family. 


| This booklet contains the basic requirements of the 
Act as they relate to the average employer, and you 
are requested to study it so that you can comply with 
them. — If you have any specific problem in connection 
with the application of the Act to your business do 
not hesitate to communicate with the Commission's 
nearest Local Office. (See list on pages 27 to 99). 
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INITIAL REGISTRATION 


oe employer with insurable employees in Canada 

must register with the Commission. If you have not 

alreaee registered, communicate with the Commission's 

nearest Local Office and obtain an Application for 

Registration, form U.I.C. 401, complete it, and return 

it immediately to the Local Office, where you will be 

registered as an employer. A Licence to Purchase 

Unemployment Insurance Stamps will be sent to you 
by return mail. There is no charge for registration. 


Me Licence to Purchase Stamps must be produced 
_ at the post office each time you buy unemployment 
insurance stamps. These. sta ps represent work per- 
formed a an employer a dhgrelore strict control 
ust be maintained over the sale of such stamps to 
Lane fide employers. Postmasters are instructed not 
to sell unemployment insurance stamps without the 
production of the employer's licence. 


If your business has branch establishments, you 
should decide from what point or points unemployment 
insurance is to be controlled, and a separate appli- 

tion tor registration made to the Commission's Local 

fice mearest each point. IF your payroll is con- 
trolled from your Head Office, one registration is 
sufficient. Duplicate licences are available on request. 


INSURABLE EMPLOYMENT 


All employment in Canada under a contract of serv- 
ice is insurable unless it is specifically excepted by the 
Act, and you should make sure that all your employees 
are insured unless their employment is definitely non- 
insurable. If you have any doubt whatsoever, do 
not fail to write the Commission’s Local Office ex- 
plaining in detail exactly what your employee does, and 
the Local Office will give you a ruling on the matter. 
For your own protection, make sure all rulings given 
by the Local Office are confirmed in writing. 


| The contract of service mentioned above is an agree- 
ment, written or oral, whereby the employee agrees to 


Bins SON: 


work for the employer under his ahaa, a only 
as to what shall be done, but as to how it shall be done. 
Under a contract of service the employer must have 
the right to direct the employee's work, and if he has” 
the right to control hours of work and to discharge, a 
contract of service exists. Employment of dostors, 
clergy and other professional men where there is 
little or no control over the manner in which the serv- _ 
ices are rendered is seldom under a contract of serv- 
ice and is usually not insurable. A doctor or lawyer r 
employed on a salary, however, is insurable. i8 


ive 


There is no age limit for insurable employment Sndl ; 
insurance books are required for all insurable em-— 
ployees irrespective of their age. School children 
are insurable during school terms as well as in the 
summer holidays unless specifically excepted, (see item 
(p) on page 8). a 


EXCEPTED EMPLOYMENTS 


Daly the employments ssceitoally listed in the first _ 
schedule to the Unemployment Insurance Act are — 
excepted or non-insurable. All others under a 
contract of service are insurable. !f you have em- — 
ployees whose work with your organization falls — 
within the descriptions listed below, write immediately — 
to the Commission’s Loca! Office explaining their — 
work and ask for a ruling as to their insurability, — 
It is not sufficient to assume that because some of your 


employees work in the following employments they % 
are not insurable. . 


oe 


(a) Employment in agriculture, horticulture end — 
forestry, . 


(6b) Employment in fishing, . 
(c) Employment in lumbering and logging, 
(d) Employment in hunting and trapping, it i 


(e) Employment in transportation by water or by 4 
air, and stevedoring, | ! 
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m()) Employment in domestic service except in a 


club or in a business carried on for gain, 


(g) Employment in a hospital or charitable organi- 


zation which the Commission. considers is not 
carried on for gain, 


. (h) Employment as a professional nurse for the sick 


or probationer undergoing training as a nurse, 


(i) Employment as a teacher in schools, colleges, 
universities, institutes or in a private capacity, 


(j) Employment in the Permanent Active Miilitia, 
Royal Canadian Navy, the Royal Canadian Air 
Force and the Royal Canadian Mounted Police, 


(k) Employment as a member of a dominion, pro- 
vincial or municipal police force, 


(1) Employment in the public service of Canada, 
of a province, or by a municipal authority where 
such employees are certified to the satisfaction 
of the Commission as holding permanent em- 
ployment; (this exception does not include em- 
ployment by public utilities), 


(m) Employment as an agent, only where the em- 
ployee is mainly dependent it his livelihood 
‘on earnings from some other earl Or | 
where the agent has more than one employer 
and is dependent on no one employer Pi his 
main source of livelihood, 


(n) Employment over $2400 per year unless paid 
at an hourly, daily, weekly or piece rate, or any ~ 
combination of such rates with other rates. 
If paid on any of these rates an employee is 
insurable regardless of the amount of his earn- 
ings. 


(0) Employment of a casual nature otherwise than 
for the purpose of your trade or business. 
(i.e. a man employed for less than 10 days in 30 
to paint your home). 


— (p) Certain classes of anata employment made | 
by Special Orders of the Commission. Consult 
the Commission's Local Office if you have any © 
employees whom you think ¢ are working. in sub- 
sidiary employment, 


The employment of school eri ldrent Gs insorate 
except when the child is a full time enrolled — 
student of a day-school, college or SEs 4 
and his earnings do not exceed $5.40 per week 


Employment of charwomen where the pst | 
ment is less than four hours a day and is carried 
on outside your ordinary business hours is not. 
insurable. . 


(q) Employment of your husband or wife, 


aQ) aes Pe of your child or of a person main- 
tained y YOU, where no wages or other money | 
payment is made, 


(s) Employment in which persons are ites Bale and 
paid for playing any game, 


(t) Employment in such areas in Canada as may be 
specified where there is little or no insurable — 
employment prevailing. 


EMPLOYMENT PARTLY INSURABLE 
AND PARTLY NOT INSURABLE 


Were your araler es works for you partly in in- 
surable and partly in non-insurable employment, you — 
may insure him as if he were insura le for the whole 
employment, provided you file a ‘Consent Re Mixed 
Employment’ with the Commission’s Local Office. 
Blank Consent Forms may be had on application. 


CERTIFICATES OF EXCEPTED 
EMPLOYMENT 


i an ita cr is 


(1) ordinarily employed in metal employment 
for less than four hours a day; or 
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(Q) ordinarily employed in insurable employment 
~ by more than one employer but less than four 
hours a day by each of them; or 


(3) ordinarily employed in insurable employment 
for not more than two days a week and not 
available for more than two days a week, 


We may seal to the Commission's Local Office for a 
Certificate of Excepted Employment. tf f he receives a 
Certificate of Excepted Employment, neither you nor 
he will be required to make unemployment insurance 
contributions as long as the employment remains un- 
changed or until the expiration date shown on the 


- Certificate, whichever is the earlier. Please keep 


the Certificate with your Insurance Books so that it 
may be examined by an Unemployment Insurance 
Auditor. 


CERTIFICATES OF EXEMPTION 


lf your business is seasonal and the season does not 
ordinarily extend over twenty weeks in a year, your 
employee may apply to the Commission's Local Office 
for a Certificate of Exemption if he is not ordinarily 
employed in insurable employment for the balance of 
the year. 


lf a Certificate of Exemption is issued to an employee 
he is not liable to contribute to unemployment insurance, 
but you must contribute on the basis of 94c weekly for 
each employee, no portion of which is recoverable 
from the employee. Certificates of Exemption expire 
on the date shown and n must be renewed each season. 


INSURANCE BOOKS 


1 ce gta insurance contributions are recorded 


_ by affixing unemployment insurance stamps to insurance 


books. Unem loyment insurance stamps are available 
at most post oHices. ; 


oh 


It is your duty to see that you have in your pos- 
Pus an bere book or a Certificate of Excepted 
mployment for every insurable employee on your | 
ral and penalties are provided for non-compliance 
in this regard. , 


Spaces are shown in the insurance bobs for daily © 
contributions from the beginning of April in one year © 
to the end of March in the following yeer. 


When engaging a new employee; first wah eae for . 
his insurance bey take possession of it, ang com- 
mence making contributions for his period of employ- fi 
ment with you. IF he tells you it is still ideas his 
former employer have him obtain it immediately, as — 
books must be released within twenty-four hours of © 
separation. ier 


Your employee may have lost his book or may not 
be able to produce it. In this case, ask him for his — 
unemployment insurance registration card, a small — 
card, form U.I.C. 411,413 or 4110. This will show f 
you the employee's insurance number, and you should 
write to the Commission's Local Office for a new 
book quoting this number. If your employee has no ~ 
unemployment insurance registration card, examine his — 
National Selective Service Permit, or his National — 
Registration Certificate where his insurance number 
may be shown in the lower left corner. 


IF you cannot establish your employee's insurance — 
number or if he has indicated that he was never be- — 
fore insured under the Act, write to the Commission's — 
Local Office for a form Cee 4091, and after com- — 
pleting it return it to the Local Office. You will _ 
then receive an insurance book for. your new em- 1 
ployee. You may find it more convenient to send — 
your employee to the Local Office where he can fill ~ 
out a form U.I.C. 4091 and receive his new insurance _ 
book at the same time. 


When an employee leaves your service, you must 
ive him his insurance book properly stamped to — 
ate within twenty-four hours of his separation and — 
obtain from him a receipt for the book. Severe — 
penalties may be imposed on employers who withhold — 
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Insurance books from their employees, no matter’ what 
the reason for separation may be. if your employee — 
s been laid off, complete a Separation Certificate 


(om U.I.C. 479) and hand it to him. (Copies of ’ 


is form are available on application.) 


If your employee dies or leaves without your 
Ueawledue of his whereabouts, send the book within one 
week to the Commission’s Local Office and ask for 
a receipt. 


All insurance books in your possession at the end 
of Marc in each year must be turned in to the Com- 
mission's Loca ice for renewal. Before pelle 


_ them please see that the second last page of the boo 


has been completed, and for those of your employees, 
men or women, who have seen active service in the 
armed forces, subsequent to June 30, 1941, the 
front inside cover must also be completed. 


Insurance books with stamps in them are valuable 
and should be kept under lock and key Bieiaieely in 
a fire-proof place. Keep a separate record of your 
employees’ insurance numbers, prekerably on your 
pavel sheets. If the insurance books are destroyed 

y fire or other means communicate irmeciate y with 
the Commission’s Local Office. 


INSURANCE BOOKS MUST BE STAMPED 
WITHIN 72 HOURS OF THE PAY-DAY 


There are severe penalties for non-compliance in 
regard to this requirement. If your Abi oto pio 
between pay-days his book must be en tely 
stamped up to date of leaving, and if it is impossi fe to 
determine the amount of his earnings antl the next pay- 
day, you may use the same denomination of stamp as 
was used in the last pay-period. here no wages - 


- or other money payment is made (e.g. where onl 


board and lodging is furnished) stamps must be affixe 
each week. (See ‘Calculation of Earnings’). 


All insurance stamps must be cancelled by writing 
or stamping the employer’s licence number across the 
ace of the stamp. 
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MINIMUM RECORDS TO BE KEPT | 


vot must keep payroll records for your pmaleices 
Unemployment insurance auditors are visiting every 
employer to see that he is complying with the law, 
and if you do not keep pela lt records you are liable 
to a fine and an assessment of 3% of your se payroll 
for unemployment insurance. 


The minimum records you must keep are: 


1. Name and address of each employee (whether insurable 
or not), | 


2. His insurance number Cif insurable), 


3. The actual days on which work is done by each employee, 


4. The gross remuneration payable to each employee by pay 
periods, | 


5. All deductions from such gross remuneration, such as for 
unemployment insurance contributions, meals and shelter, 
etc., 


6. The date of birth of all employees under 16 years of age. 


EXAMINATION OF INSURANCE BOOK 
BY EMPLOYEE 


Winder the Act every insured employee has the here 
to inspect his insurance book while it is in your pos- 
session, He may not inspect his book more often | 
than twice a month and only at such times as you fix, — 
le within, or immediately before or after his aoe 

ours 


CALCULATION OF EARNINGS - 


ln determining ea Penrice: earnings the ross 
value of his remuneration including overtime will be — 
considered. : 
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Meals and Shelter 


Such items as meals and shelter which you give to 
your employee without additional cost must be reason- 
ably valued and added to his gross pay. If the val- 
uation is not reasonable the Commission will require 
that you value them at rates which the Local Office 
can inform you on inquiry. Where meals and shelter 
form the only remuneration, a 33c stamp must be 


“placed in the insurance book each week, and the whole 


cost borne by yourself. Tips will not be considered: 
as earnings unless agreed to by both your employee 
and yourself. 


Payment for Services and Equipment 


An employee using his own equipment and em-, 
ployed at, say, an hourly rate for services including the 


_use of his own equipment will contribute in the class 


of earnings which he would receive were he to be 
employed without equipment. 
Minimum Wages 

|f there is a minimum wage law in your province 
contributions must not be made on less than the mini- 
mum wage. 
Cost-of-Living Bonus 


In the majority of cases the cost-of-living bonus 


‘is considered part of earnings, but if a salaried em- 


ployee is paid a basic wage of less than $2400 and in 


addition receives a cost-of-living bonus consult the 


Commission's Local Office. 
Living Allowances 


Living allowances which are subject to Income 
Tax are to be considered as part of eamings. 
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Salesmen in Commision . 


The expenses of your commission employee, such as 
car, etc., which are incurred under his contract of 
service are to be deducted from his total earnings to the 
extent allowed by Income Tax authorities. Where 
his earnings for the immediate pay period are not as- 
certainable his earnings for the previous three months 
may be used as a basis for the following three months 


with his consent; it is not permissible to wait until 


the commissions have been paid, and then spread 
them back over the period for which the earnings 
could not be pre-determined. If your employee is 
working on commission only, and for a certain week 
receives no remuneration, you are required to insert 


a 27c stamp (at no cost to him) but no further contribu- — 


tion will be required until he again receives remunera- 


tion. Commissions credited to an employee's drawing 


account are considered earnings for the period so 
credited, even though he does not draw his earnings 
until later. oD 


Leave with Pay 


Employees given sick leave or vacation with pay 
are insurable on the amount of their pay as long — 


as their contract of service with you is not broken. 
F leave is given without pay, no contribution is paya- 
ble. Members of the Armed Forces who work for 
you in insurable employment during their leave from 
the forces are insurable for their- employment with 
Ou. belly does not apply where the employee has 
een 


Authority). 
ltems NOT Considered Earnings for Costibinion 
Purposes | 


The following items shall not be considered in 
calculating earnings: 


1. Compensation under a Workmen's Compensation Act; 


2. Bonuses, gifts, superannuation and other gratuities in- 


cluding wages given in lieu of notice after seperation; 4 
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irected to a specified employment by Military — 


3. Tuition fees for approved educational courses; 
4, Discounts granted to your employees on purchases; 


5. Amounts granted as supper money to employees working 
overtime; or free cafeteria facilities; — . 


6. Value of medical or other professionel service supplied 
by you; 


7. Expenses incurred by an employee in connection with 
your business; 


é 
8. Your share of an employees’ thrift plan if the plan is of 
a voluntary nature; | 


9. Disability pensions to veterans; 


10. Part or all of the salary of an employee who goes on 
active service where you continue gratuitous payments 
of such salaries. 


CALCULATION OF CONTRIBUTION DAYS 


Contibuttont fol's Working Week 


lf wages are payable for a full working week con- 
tributions are payable for 6 days, even though the 
full week is broken by a holiday. A full working 
week is defined as the aumber of days or shifts which 
constitute the full week's work for any grade, class 
or shift in an occupation or at a factory, workshop or 
other premises of an employer. (lf your full working 
week is only five days, a full week's stamp of 6 days 
is still required.) Where an employee works seven 
days a week, consider the amount he earned in the 
seven days as his earnings for 6 days in determining 
what denomination of stamp is to be used, but only 
the full stamp of 6 sections is affixed to the book. 


Contibutions for Less Than a Working Week 


Where your employee works less than the full workin 
week, contributions are payable on the basis of 16th 
of a weekly stamp for each day worked. Weekly 
unemployment insurance stamps can be divided into 
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six sections end one section will be placed in the 
insurance book in each space provided for the day. 
Post offices do not sell sections of a stamp and the 
whole week's stamp must be bought, although unused 
ie of stamps may be sent to the Commission for 
refun 


Contribution for Semi-monthly or Monthly Pay 
~ Periods 


Where wages are paid on a semi- monthly or monthly — 
basis contributions may be paid in either of the 
following ways: 


(a) for the calendar weeks which fall completely 
within the pay period, plus any unpaid part of 
the previous pay period or 


(b) for the actual SUneY of were days including © 
holidays in the pay period. If you use this 
method you wil ik find the tables shown on 
pages 30 to 32 of considerable assistance. 


Semi-monthly Stamps 


For the ape allie: My eke who operate on a 
semi-monthly or monthly pay period, the Commission 
has put into circulation swan: the post offices four 
denominations of semi-monthly stamps for contribution 
classes 4,5, 6 and 7. These semi-monthly stamps may 
be used where there is no broken time during the semi- 
monthly pay period. The stamp must be placed in the 
book in such a way that it covers the space for the 
last day of the pay period for which the contribution 
is made. 


CALCULATION OF CONTRIBUTIONS 
PAYABLE 


The amounts conti Giilicne. bau naleareasn ees: 
employment insurance fund varies according to the 
wages paid to your employees. There are eight 
classes in which contributions are made, as follows: 
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Denom- 


ina- 
Class = Earnings tion ; 
per of Employee Employer 
Week Stamp __— Pays Pays 
cts: cts, cts. 
O° _ Jess: than’ $5.40* "97 nil 97 
1 $5.40 to $7249.33 12 91 
ae 7.50 to 9.59 40 1 95 
3 9.60to11.99 43 18 95 
4 12.00 to 14.99 46 91 95 
5 15.00 to19.99 51 94 97 
6 90.00 to 25.99 57 30 97 
i 96.00 andover 63 36 97: 


*Contributions for insurable employees under the age 
of 16 must be made in Class 0 irrespective of the amount 
they earn. : 


lf your employee is paid weekly and, working 
every working day in the week, eams $13.00, you 
are required to take your Licence to Purchase Stamps 
to the post office and purchase an unemployment 
insurance stamp of the 46c denomination. Do not pur- 
chase postage stamps or war savings stamps for this 
purpose. Affix the stamp in your employee's insur- 
ance book so as to cover the spaces for the days he 
worked and deduct 21c from his pay. 


IF in the next week he worked only three days and 
only earned $5.00, he would be paid at the rate of 
$10.00 for six days, and a 43c stamp would be pur- 
chased. As he only worked three days, only 3-6th 
of that stamp would be affixed to the book, and you 
would deduct 9c from his pay for the three days. 
Every daily section of a stamp shows in a small square 
the amount you may, deduct from your employees’ 
wages. 


IF in the third week your employee only toed a 
day and a half, earning $2.00 on Monday and § $1.00 

on Tuesday, he would eam $3.00 for. his employment 
during two days which is at the rate of $9.00 o six 
days’ work. He would then be in Class ‘2’, and y 

would buy a 40c stamp, place two sections in the . 
insurance book in the squares for Monday re Tuesd sday a 
and deduct 2-6th of 15c or 5c from his pay. es 
balance of the unused stamps should be kept for A abe 4 
use, but at the close of operations may be refunded — 
by the Commission if you have no further use for them. 


(See page 90). 


To make these calculations easier a table has been 
printed on page 34 which may be used in making con- 
tributions for periods up to one week. Additional 
olen of this table are available on request, quating 


orm U.I.C. 465D. 


Contributions on a Semi- monthly or Monthly Basis. 


Where songs ar Did on a semi-monthly basis, the 
weekl y equiva lent i the purpose of determining Af 
class nd aenopiloation of stamp required may if 
arrived at by multiplying your enplaver s wage for full | 
time iE 94 and dividing by 52. A sufficient number 

f stamps and sections to cover the days worked — 
aiads the period are then inserted. By adding the — 
amounts shown in the squares of each section of stamp — 
you will arrive at the amount to deduct from your em- 
ployee’s wages. Ihe tables shown on pages 30 to 
. 32 will be found to be of considerable assistance in 
these calculations. 


Where wages are eal on a monthly basis pulpy 
bay: employee’ 5 wane for full time by 12 and divide 

y 52 to arrive at the weekly ah sito ht or use the 
tables on pages 30 to 32, and follow the procedure 
outlined above. 


For employees whol dovhobweidectul sire but miss 
a day or more during the period total the number of 
Ae worked and refer to the tables on pages 30 to 
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32. These. tables will show the wage class, and by — 
reference to the table on page 34 the required denom- 
ination of stamp can be ascertained. The tables also 
indicate the amount you may deduct from your em- 
ployee’s wages Leave blank the spaces for days not 
wom. : eH 


en ae that under the Act you are only per- 
jattied to deduct the employee’s share of the contri- 
~ bution for the current pay period. |f you do not make 
the correct deduction and you are later found delin- 
quent you will be responsible for the payment of 
- the full contribution. You have no right to charge 
your employee with any back contributions. 


If you have made B repatals to the Commission 
to determine any question involving your liability to 
pay contributions, or to the amount of contribution 
payable for any employee, you must pay the largest 
amount considered payable unt the question is settled, 

and if it is decided that a lesser amount or none is 
Ana a refund will be made. 


MORE THAN ONE EMPLOYER 


| W here an employee is employed by more than one 
employer in a day, contributions are payable by the 
first employer in that day based on the amount of earn- — 
ings received from the first employer. He is not in- 
surable in respect of his earnings from the second em- 
ployer in the day. However, where an employee 
habitually works for two employers in the same day, 
the two employers may make an arrangement between 
themselves whereby one of them pays contributions 
in ‘respect of the total days earnings. - 


Where an employee works a full working week for 
one employer and performs additional services during 
that week for another employer, no contribution. is 
payable by the other employer during that week. 
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REFUNDS 


lt contributions are made in error, applications tor 
refund will be considered on receipt of application 
forms ULC. 439 prepared in duplicate. Blank 
forms may be obtained from any Unemployment Insur- 
ance Auditor or from any Local Office. No refunds 
of contributions will be made for less than fifty cents. © | 


“The value of unused stamps or portions of stamps 
which are in good condition is refundable to registered 
employers irrespective of the amount. Send unuse 
stamps by registered mail to the District Treasury Officer, 
Unemployment Insurance Commission, at Monboal 
Montreal, Toronto, Winnipeg or Vancouver, quoting 
your registration number and the reasons for your re- 
quest for refund. 


UNEMPLOYMENT INSURANCE BENEFIT 


The receipt of insurance benefit by an insured person 
is subject to four statutory conditions, namely: 


(1) that contributions have been ee in respect 
-of him while employed in insurable employment 
for not less than one hundred and eighty days 


during the two years immediately preceding — 


the date on which an initial application for 
benefit is made; | 


(2) that he has made application for insurance 
benefit in the Piece Rate, b registering 
for employment at a Local Office boringing his 
book with him where possible and filling in an 

- Application for Benefit form, and proves that 
he was unemployed on each day on which he 
claims to have been unemployed, 


(3) that he is capable of and available for work , 


but unable to obtain suitable employment; and 
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(4) ibe 4p: roves ether that he duly attended, or 
that h oe d good cause for not attending, any 
course al instruction or training approved by 
the Commission which he may have been 
directed to attend by the Commission for the 
purpose of ae or keeping fit for entry 
into or return to employment. 


Generally, an ean ie person is disqualified for 
benefit if he has lost his employment by reason of a 
SOERSE of work due to a labour dispute in which 

he was participating, financing or directly interested, 
or if he Eel longed to a grade or class of workers who 
were participating, financing or directly interested. 
The disqualification lasts for the period of the stoppege 
of work. 


- An insured person may also be disqualified from 
receiving benefit: 


(a) While he is under 16 years Ie age; Or 


~(b) While he is an inmate of any prison or public 
institution or while he is a resident outside of 
Canada; or 


(c) If more than half the number of the contributions 
made in respect of him during the one year im- 
mediately preceding a claim for benefit were at 
the lowest rate of contribution specified in the 
schedule appearing in this booklet. 


He may also be disqualified for a period not ex- 
ceeding six weeks: 


(a) If he has refused to accept or neglected to avail 
himself of an opportunity of suitable employment 
without good cause; 

(b) If he has been discharged for misconduct; or 


(¢) If he has voluntarily left his employment without 
just cause, 
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times the employee’ s daily average contr 
within the previous two years, and for pe 


amount to $14.40. per week fos a person wit 


Wiisgy every five days Se one YAY in 


have been sent you to verify the reasons fo 
from employment given by claimants. who 


| Weiting Days 


iNe beriehe i is ah on the f : 
went after an initial claim is registerec 
“other days when unemplo men tis not. 


hit 
' 


Rate of Benefit 


The daily rate of benefit. for Hath af 


dependent within the meaning of the Act, « 
daily average contribution. The rate the 
according to the class of contributions m 


ent status and all contributions in class. lity 


Buretion of Benefit 


five years, less one day for every three days. 
received in the previous three years, so that the 
tion will usually be between 36 days ete. one 
year. , 


ey tied as oe as poche heh forms 


in your employ. Delay in completion of 
hinders the consideration of claims. and m 
mental to the claimants’ rights. 


EMPLOYMENT SERVICE 


As wes mentioned in the ‘Forward’, the Un- 
employment Insurance Act, 1940, makes provision for a 
national Employment Service. This service is now 
operating in al Local Offices of the Commission. 
he service is entirely free and applicants for employ- 
ment who have registered with these offices are being 
referred to the employers who have notified these 
offices of their requirements. 

It is the aim of the Employment Service to supply 
employers with the most suitable available men and 
women, and to find jobs for applicants registered for 
employment in line with their abilities and training. 


The Employment Service serves all sections of in- 
dustry, and in no way differentiates between employ- 
ment that is insured under the Act and employment 
that is not so insured. No preference is given to 
applicants who are in receipt of benefit, and referrals 
are made on the basis of the suitability of the applicant 
for the particular job. 


The Employment Service is nation-wide and can 
supply labour from outside points when none is avail- 
able locally. 
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1. All employment in Canada under a contract of 

service is insurable unless it is specifically excepte 

by the Act, and you should make sure that all your 
employees are insured unless their employment is _ 
definitely non-insurable. If you have an doubt 

- whatsoever, secure a ruling in writing from the Com- 
mission's Local Office. 


9. It is your duty to see that you have in your posses- 
sion an insurance book or a Certificate of Excepted 
Employment for every insurable employee on your 
Savioll. 
3. Be sure that the contributions made for each 
employees are correct as to class and period, and are 
affixed in the right places in the book. 


4. When an employee leaves your service you must 
give him his insurance book properly stamped to date 
within twenty-four hours of his separation and obtain 
from him a receipt for the book. 


5. All insurance Backs in your possession at the end 
of March in each year must be turned in to the Com- 
mission's Local Office. 


6. Insurance books with stamps in them are valuable 
and should be kept under lock and key, preferably in 
a fireproof place. 


7. Insurance books must be stamped within 72 hours 
of the pay-day. 


8. You must keep payroll records for your employees. 
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I, addition to the Head Office of the’ Unemploy- 
ment Insurance Commission at Ottawa, the Unem- 
ployment Insurance Act is administered through. five 
regional offices as follows: ; 


Maritime Provinces... ...+--++5555 Moncton, N.B. 
Province of Cluebec waems eu: -.++2-. Montreal@ege. 


Province of Ontario except Port Ar- “aie 
thur and Westiadi.. ga ON Toronto, Ont. 


Port Arthur and West in Ontario, Ma- 
nitoba, Saskatchewan, Alberta and mk 
North. West Territories........+.-- .Winnipeg, Man. 


_ British Columbia and the Yukon...... Vancouver, B.C. 


At present the Commission maintains 916 local 
offices as listed below. All correspondence con- 
cerning insurance matters should be addressed to the 


Local Manager at the nearest local office. For addi- 
tional offices or for exact locations of these offices 
please consult your telephone directory. 


Offices of the Unemployment Insurance | 
Commission in Canada . 


3 Nova Scotia 
Amherst in } New Glasgow 
Bridgewater ~ ‘ wr vi New Waterford 

Dartmouth 1%) Pictou 
— Digby Springhill 
: Glace Bay ; f ; Sydney 
Halifax ; .. Sydney Mines 
Inverness vat | Truro 
Kentville Yarmouth 
“ol Liverpool : 


Prince Edward Island 
Charlottetown ' Summerside’ 
drikvaite 


New Brunswick 


‘MonctonJ (Regional Office) .. Minto 
ay Bn (Local Office) . - Newcastle 
Bathurst : : Saint John 
Campbellton i . St. Stephen 
Edmundston © ‘gig Sussex 
Fredericton .. Woodsieck 
od 


Offices of the Unemployment Insurance 


Commission in Canada—Continued 


Montreal / teers Offics) 


ffice) 
Acton Vale 
Arvida 
Asbestos 
Baie St. Paul 
Beauharnais 
Buckingham 
Causapscal 
Camphells Bay 
Chandler 
Chicoutimi 
Coaticook 
Cowansvilie 
Dolbeau : 
Drummondville 
East Angus 
Farnham 


Jonquiere 
Lachine 
Lachute 
La Malbaie 
La Tuque 
Levis 
Longueuil 
Loulseville 
Matane 
Magog 
Megantic 


} (Regional Office) 
Torontod (Local Office) 
Arnprior 
Barrle 
Belleville 
Bracebridgs 
Brampton 
Brantford 
Brockville 
Carleton Place 
Chatham 
Cobourg 
Collingwood 
Cornwall 
Dunnville 
Fergus 
Fort Erie 
Galt 
Gananoque - 
Goderich 
Guelph 
Hawkesbury 
Hamilton 
Ingersoll 
Lindsay (District OFF 

Stic ce) 
Londond ff (Local Office} 
Kapuskasing 
Kingston 
Kirkland Lake 
Kitchener 
Leamington 
Listowell 
Midland 
Napanee 
Newmarket 
New Toronto 
Niagara Falls 


Quebec 


Mont Laurier 
Montmagny 
Montmorency 
Plessisville 
Pointe-aux-Trembies 
Port Alfred SAE Ve 
stri ce} 
Quebec4 SL ctat Office) 
Richmond 
Rimouski 
Riviere du Loup 
Ropers 


Se Agath 
St. Agathe — 
Ste. Anne nde Bellevue © 


St. George de Beauce 
St. Hyacinthe 

St. Jean 

St. Jerome 

St. Joseph d’Alma 
St. Paul L’Ermite 
Ste. Therese 
Shawinigan Falls 
Sherbrooke 

Sore} 

Thetford Mines 
Three Rivers 

Val d’Or ° 
Valleyfieid 
Verdun 
Victoriaville 


Ontario 
North Bay, (District Office) 


(Local Office) 
Orangeville | 
Orillia 
Oshawa 
Ottawa 
Owen Sound 
Paris 
Parry Sound 
Pembroke 
Perth 
Peterborough 
Picton 
Port Colborne 
Port Hope 
Prescott 
Renfrew | 
St. Catharines 
St. Thomas 
Sarnia < 
Sauit Ste. Marie 
Simcoe 
Smith Falls 
Stratford 
Sturgeon Falls 
Sudbury 
Tillsonburg 
Timmins 
Toronto Chinetions 
Trenton 
Walkerton 
Wallaceburg 
Welland 
Weston 
West Toronto 
Windsor 
Woodstock 
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Offices of the Unemployment Insurance 
Commission in Canada-—Concluded 


N orthern Ontario 


Fort Frances o Kenora 
Fort William Port Arthur 


Manitoba 
Winninen} (Regional Office) Portage La Prairie 
. A Usa (Local Office} St. Boniface 
- Brandon Selkirk 
— Dauphin The Pas 
Flin Flon 
. Saskatchewan 
P District Office) Prince Albert 
Saskatoon et Office) Regina e 
Estevan Swift Current 
- Moose Jaw Weyburn 
North Battleford Yorkton 
| Alberta 
Edm (District Office) Drumheller . 
7 Edmonton. (Local Office) Edson 
 Blairmore Lethbridge 
Black Diamond Medecine Hat 
Calgary Red Deer 


- 


British Columbia 


ee (Regional Office) Nelson 
Vancouver {Local Office) New Westminster 
North Vancouver 
Penticton 
me Port Alberni 
Dawson Creek Prince George 
- Duncan Prince Rupert 
Princeton 
Trail 
Vernon 
’ Victoria 


Yukon 
Whitehorse 
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TABLE OF DEDUCTIONS — 


(127 working days 


3 DAYS 


1 DAY 2 DAYS ) 
bac Earning Met Earning rao Earning enh ie 4 
Deduc- Deduc- Deduc- ; 
From{ To tion | From| To tion |} From} To tien i 
(ain Pe | CE Biased ies ey SE ae wi oe 
enh 1 aisha ETON biti (<1 cael, le 2.69 Ae 
"4 | 90] 1.24) 02 | 1.80f ‘ 2.49] .04 | 2.70] 3.74] 
2 { 1.25) 1.89] 023] 2.80] 3.19] 05 | 3.75] 4.79 
~3 | 1.60] 1.99/! .o3 | 3.20]  3.99|| .o6 | 4.80!  5.99/| .09 
@ | 2.00] 2.49) 0331 4.00] 4.99] .07 | 6.00] 7.49|| .105 
5 | 2.50/ 3.321] .04| 5.00 6.66/| .08 | 7.50;  9.99|| .12 
6 | 3.33 4.321 .05 | 6.67; 8.66|| .10 | 10.00] 12. af key 
“7 | 4.33] and || .08 | 8.67} And |! .12 | 13.00] and Tae 
Over Over Over H 
4 DAYS 5 DAYS 6 6 DAYS 
$ $s | epee nes |S <ots 
Qiadet | 3.5] * | —-| aaoll * | — | salt 
4 | 3.60; 4.99|| .08 6.24]] .10 | 5.40/ 7.49) 
2 {| 5.00, 6.39]! .10 | 6.28! 7.99|| 12] 7.80 9.59 
3 | 6.40; 7.99.12}. 8.00) 9.99] .15 | 9.60) 11.99 
~@ | 8.00; 9.99l! .14 | to.00| 12.49|| .173) 12.00/ 14.99 
8 | 10.00] 13.32|/  .16.] 12.501 16.6e|| .20 | 15.00 19.99)|_ ; 
~@ | 13.33] 17.32|| 20 | 16.67 21.661! .25 | 20.00| 25.991] 
7 147.331 and || .24 | 21.67; And || .30 | 26.00; And 
Over Over {ty Over 
7 DAYS 8 DAYS 
=e Sos es 78 
a Wile 6.29) * | — 7.19] * 
~4a | 6.30|  8.74l| 14] 7.20 9.99|! 16 
2 | 8.75 11.19]| .173] 10.00| 12.79] 20 
~ 3 |11.20/ 13.99|| .21 | 12.80) 15.991) 24 
~@ | 14.00] 17.49|| 243] 16.00] 19.991] 28 
5 | 17.50] 23.22|| .28 | 20.00 26.66|] .32 | 22.50 1 36 1 
~ 6 | 23.33] 30.32|| .35 | 26.67| 34.66|| .40. 
7 130.23] and || .42 | 34.67] And ff] .48 | 39.00 
Over Over . 


cy 
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TABLE OF SEDUgTIONS” (Continued) 
127 working days 


19 DAYS li DAYS 12 DAYS** 
x : @ * 
Em- ‘lf Em-— 
Earning moa Earning a Earning 
: Deduc- : Deduc-{ 
From To tion | From To tion {| From T0 
a ee eps Sins. 4 8S $ | 
Be ee Begg be ET bE SU Bg eg 10.79 


9.00} 12.491 .20| 9.90) 13.74|| .22 | 10.80] 14.99 


42.50]. 15.93| .28 | 13.75] 17.591) .273| 15.00] | 19.19 
“46.00 19.99! 30 | 7.60! 2t-g9l! .33 |\19.20] 23.99 
“90.00/  24.99|| 25 | 22.00] 27.49|| 383] 24.00] 29.99 
95.00; 33.32|| .40 | 27.50/ 36.66|] .44 | 30.00) 39.99 
33.33] 43.32|| 50 | 36. 67) a7.66|| 85 | 49.00) 51.99 
7 | 43.33| and || .@0 a7. a7} And || .@6 | 52.00 And 
Over Qvar fi Over 
13 DAYS} | 14 DAYS 15 DAYS 
etn as 0.6 Sn te Se bs si 8 
Q -- 11.69||  * — f259\)" — 13.49/|  * a 


1 41.70) 16.24|| .26 | 12.60/. 17.49] .28 | 13.50] 18.74l] 20] 2 


ne ce | —_—. ——_—_— 


2 | 16.251 20.79|| .323) 17.50| 22.39] .35 | 18.75| 23.99|] 373] 2 
— | 20.80; 25-991) 39 | 22.40] 27.99|| 42 | 24.00| 29.99)] .4 
4 | 26.00| 32.49|| 453] 28.00 34.991] .49 | 30.00] 37.49] 523] 4 
Ss | 32.50} 43.32|| .52 | 35.00| 46.66|| .56 | 27.50) 49.99 eo! 5 


6 | 43.33) 56.32|| .65 | 46.67| 60.66]| .70 | 50.00} 64.99) .75 8 


| 56.33] And 78 | 60.¢7| And 841 65.06] And 90} 7 
Over } : Over } Over 
Ce 
16 DAYS 17 DAYS | 18 DAYS 
§ LG Syikdon Saha ia a Wh Yb e 
a ef ears een 15.29) * Jo— 16.19]]  * 0 


14.40| 19.93]}' .32 | 15.30) 21.24/} 34 | 16.20 22.491" .36-] 2 


ee 


1 20.00/ 25.59|] .40 | 21.25] 27.19|| .423) 22.50] 28.791) .45 2 
25.60| 31.99|| .48 } 27.20} 33.991] .51 | 28.80] —35.99|) .54 3 
132.00] 39.99]] .56 | 34.00] 42.49|| .593] 36.00) 44.99)) 63 4 


|) — 


| 40.00} 53.32|| .64 | 42.50) 56.66]) .68 | 45.00 59.99]| .72 5 


a | | J 


(63,33) 69. 32 80 | 56.67) 73.66)) .85 | 80.00] 77.99)| .90 6 


See Er 


80.33) And 98 | 72.87) And || 1.02] 78.06) And |] 1.08] 7 
_ Over Over 


i | | ——————_ ff — —— —— 


ee ft J | — ff 


ve? 


TABLE OF DEDUCTIONS— (Continued) 
1-27 working days 


19 DAYS 
Wage Em- 
Class Earning ployee}- 
Deduct 


20 DAYS 21 DAYS 
Em- | Em- | Wage 
Eapiog ployee ars ile |ployee} Class 
Deduc- , Deduc- 
From To tlon | From To {1 tion | From To | tion 
$ $ $ $ $ $ $ $ 
rt) - 17.09 * 17.99) * ~— 18.89 * 


ne | oe 


re 


17.10} 23.74) .38 


24.9911 .40 118.90! 26.24]| .42 
31.99]] .50 | 26.25} 33.591] .5231 2 
3 


23.75; 30.39]) .473 
30.40} 37.99]| .57 


oo 


eee fl 


39.99}; .60 | 33.60! 41.99)) .63 
49.99); .70 | 42.00; 52.49)} .733) 4 


eet | | —___-—— J] ——______ 


66.66) .80 752.50} 69.99)} .84 5 


63.33; 82.32)} .95 | 66.67) 86.66) 1.00 | 70.00; 90.99)| 1.05 6 


SS EE ee 


38.00} 47.49); .66; 


eee 


47.50; 63.32} .76 


eee 


copes 


82.33} And 1.14 | 86.671 And 1.20 | 91.00 And 1.26 7 
Over Over Over 


23 DAYS 24 DAYS 
$ $ $ $ $ 


22 DAYS 

§ Fs 
o | — | 19.79| * | — | 20.69] * a.s1 * | 0 
“4-1 19.80! 27.491] .44 | 20.70 28.7411 .46 | 21.60) 29.9911 48] 2 


35.19); .55 | 28.75)  36.79]) .573] 30.00) 38.39}; .60 


— 


1 
“27.50 ERY 
"36.20| 43.99/66 | 36.80/ 45.9911 .69 | 38.40) 47.991/ 72] 3 
“44.00; 64.991! .77 | 46.00) 57.491| .80:| 48.001 59.991 es | 4 

“gs | 56.00| 73.32] .88 | 67.50/ 76.66/| .92| 60.00, 79.99// 06) 5 

"6 | 73.33 95.32/| 1.10 | 76.67| 99.66] 1.15 | 80.00} 103.991 1.20) 6 

7] | 95.331 And || 1.32 | 99.87) And || 1.38 {104.001 And (11.44) 7 

Over Over Over 
25 DAYS 26 DAYS § 27 DAYS 
pp Fas Was ee 
o | — | zai «| — | o3.z0l] * | — | 24.20] * | 
“a | 22.60] 31.24l! 50 | 23.40) 32.49|| 52 | 24.30) 33.74/| 5a] 2 
2 | 31.25) 39.99]] 621] 32.50) 41.59)| .65 | 33.75 See eV 


en ffl 


3 40.00; 49.99)) .75 | 41.60; 51.99)) .78 
4 50.00; 62.49]! .873) 52.00; 64.99); .91 


5 62.50; 63.32); 1.00 | 65.00)  86.86)) 1.04 
& 83.33) 108.32|| 1.25 | 86.67) 112.66)) 1.30 
1 


33.75} 43.191] .673 
43.20; 53.99|| .81 
54.00; 67.49); .943] 


67.50] 89.99] 1.08] 5 
90.00) 116.99/| 1.35 | 6 


ere ff 


are ere fl | ee. 


7 $108.33) And 1.50 7112.67] And 
Over Over 


Over 


*While no deduction may be made from an employee in Class “0”, the employer must 
bear the full cost of the contribution. \ 4 
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TABLE OF DEDUCTIONS 


For unemployment insurance 
(STAMP METHOD) 


EARNING 


Denomination 
Denomination 
of Stamp 


| of Stamp 


From} To 


fh nae ee | ee | | ff ef ee 


1.25} 1.59}!. 


os 


1.60} 1.99)/. 


2.00; 2.49)|. 


ere |} ae | a ee | | | ne 


2.60} 3.32)). 5.00} 6.66);. 7.50} 9.99);. 


encepencane ff mm ffl nnn ene fen meneceee | ne aa Nf ete ee | ree | ef) ee | em | | i a 


3.33} 4.32)). 


6.67) 8.66/!.10 | 10.00) 12-99]! . 


a en! . a): hrc 


| And |i. And And 
4.33} Over |). 8.67) Over ||.12 | 13.00! Over 
4 DAYS § DAYS 6 DAYS 


$ $ $ $ $ $ $ 
Ofer] 3.69}! — 4.491 — | — | 8.38 
| 3.60 4.991} .08- 6.24)).10 | 5.40) 7.49)). 
_2 |.40] 5.00) 6.39)/.10° 7.99||.12)] 7.50} 9.89)). 
6.40} 7.99|].12 9.991/.15 | 9.60! 11.99)!. 
8.00] 9.99)/.14 12.49)| .173] 12.00} 14.99)) 
10.00] 13.321) .16 16 .66||.20 | 15.00] 19.99 


SSS eee ee fee 


13.33) 17.32{|.20 | 16.67] 2% .66)!.25 | 20.00) 25.99)/. 


17.33} And ||.24 | 21.67] And |!.30 | 28.00} And 
Over Over Over 


NOTE:—Where any deduction from the wages involves a fraction of a cent, 
from January 1 to June 30 inclusive in any year, the employer may increase the 
deduction to the noxt full cent, and from July 1 to December 31 inclusive in any year 
the employer shall decrease the deduction by the fractional cent. 
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